
 
 

AVP Real Estate and Facilities 

Sompo International Holdings Ltd. (Sompo International) is a global specialty provider of property and 

casualty insurance and reinsurance. Sompo International companies are wholly owned subsidiaries of 

Sompo Holdings, Inc., whose core business encompasses one of the largest property and casualty insurance 

groups in the Japanese domestic market.  

Through our operating subsidiaries, Sompo International underwrites agriculture, professional lines, 

property, aviation, marine and energy, financial and political risks and casualty and other specialty and 

catastrophe lines of insurance and reinsurance. Headquartered in Bermuda, we currently also have offices 

in the United States, the United Kingdom, Continental Europe, Latin America, the Middle East and Asia. 

Sompo International is a company driven by its core values, a carrier that holds promise, trust and the 

commitment to protect at the center of everything we do. We recognize that our success is derived directly 

from those who matter most: our people. Our culture is defined by a commitment to integrity, teamwork, 

agility, execution, and excellence; and we strive to create exceptional value for our clients and shareholders 

and maintain Sompo International as a desirable place to work. 

 

Essential Duties and Responsibilities: 

• Work closely with the various business and functional stakeholders to regularly review operational 
and real estate needs. 

• Oversight and management of all in-house facilities, liaising with our office landlords and property 
management teams to ensure our office space is maintained and serviced in accordance with our 
lease.  

• Oversee and manage our external vendors including cleaning, kitchen supply/ catering and 
stationery vendors to ensure service levels are being met. 

• Collaborate with Procurement team to maintain, develop and evaluate new and existing contracts. 

• Develop and administer facility operational expense and capital budgets for assigned area(s) of 
responsibility including recommending long-range plans for growth, space efficiency and capital 
expenditures. 

• Support internal and external legal teams in reviewing of; 
o Letters of intent 
o Leases (new, renewal, amendments) 
o Work Letters 
o Vendor Contracts 

• Management of capital improvement projects, new office buildouts or refurbishments: 
o Work with architects, general contractors and other vendors as required to complete design 

and construction buildouts. 
o Track projects, review work of contractors, and coordinate activities to close out projects 

upon acceptable completion of work and within budget. 

• Develop, implement, and enforce departmental policies and procedures. 

• Maintenance of enterprise Business Continuity Planning and Disaster Recovery. 

• Management and training of facilities staff. 

• Travel as needed and required. 
 

Qualifications: 

• Minimum of 5 years of experience in a Facilities/Real Estate/Administrative or equivalent role 

• Experience with managing in-house facilities in a corporate environment. 

• Sound understanding and experience with real estate processes, transactions, and commercial 
property issues. 

• Strong customer service, team building and conflict management skills. 



 
 

• Experience and knowledge reading space plans, working with contractors, and project management 
of office buildouts.    

• Demonstrated confidence and tact in dealing with all levels of management, business associates, 
and outside vendors. 

• Demonstrated space planning and design skills. 

• Proven record of accomplishments within appropriate time frames. 

• Solid understanding of IT infrastructure and how it incorporates into the office environment. 

• A history of working within budgetary guidelines or projects and knowing how to effectively “value 
engineer” dollars out of a project when necessary. 
 

 

  

 
 

Sompo International offers a competitive compensation and benefits package commensurate with 

experience.   

Sompo International is an equal opportunity employer committed to a diverse workforce. 

Visit our website at www.sompo-intl.com  

http://www.sompo-intl.com/

